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Q&D - Office of Environmental Cleanup Records Disposition Schedules 

reviewed, and 

notices, and other 

1/31/2011

to 

they can demonstrate, 

petitioner and the 

05/31/2008

of the remedial and removal site file compiled and made 
available to the public as the basis for selected 
Superfund response actions. Specific types of records 
include Action Memoranda, Administrative Orders, 
Consent Orders, Applicable or Relevant and Appropriate 
Requirements (ARARs), the Preliminary Assessment/Site 
Inspection, the Remedial Investigation/Feasibility Study, 
Community Relations Plans, correspondence, fact 
sheets, news clippings, work plans, Natural Resource 
Trustee information, site reports, the proposed and 
approved remedial action, POLREPs, Potentially 
Responsible Party (PRP) letters, the Record of Decision 
(ROD), technical assistance documentation, technical 

12/31/2010

upon completion of 

records to the 

the National 

1235.44-

Close inactive records at end of reporting 
cycle.

Destroy 15 years after file closure.

Close inactive records when final decision 
has been issued or when settlement is 
completed.

Destroy 30 years after file closure.

microform, 

Close inactive remedial records upon 
issuance of Record of Decision (ROD) for 
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closure.

Close inactive records at the end of the 
year after the closeout of the response 
action contract.

File with related records and follow 
instructions for related records (EPA 013 for 
removal or EPA 014 for remedial).

08/31/2012

12/31/2010

Contains records used to document the decisions made 
by headquarters and regional personnel concerning 
claims against the Fund under various sections of 
CERCLA. Includes a copy of the official response claim, 
documentation of action to settle the claim, a copy of 
the agreement of the final settlement of the claim, and 
other related records.
Also includes claims filed against the Fund under mixed 
funding agreements (preauthorization, cashouts, mixed 

05/31/2008

1235.44-1235.50 

Close file upon transfer to the National 
Archives.

Delete after electronic record copy is 
successfully transferred to the National 
Archives.

at end of year.

at end of year.

-1235.50 
time.

Close file upon transfer to the National 
Archives.

Delete after electronic record copy is 
successfully transferred to the National 
Archives.

Close inactive records upon settlement of 
claim.

Destroy 30 years after file closure.
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and 

03/30/2007

in 

arrangements, 

02/01/2007

(DOPO) 

05/31/2007

contract records including all correspondence and 
related records pertaining to the requests for 
proposals (RFPs), successful bids and proposals, 
procurement award and administration, receipt, 
inspection and payment of any and all contracts, 
requisitions, purchase orders, leases, and bond and 
surety agreements to which EPA is a party and that 
are maintained and used by the Agency for contract 
documentation and for performance and financial 
monitoring and oversight activities. Includes 
regionally-based contracts such as ARCS and ERCS 
and headquarters-based contracts such as REM and 
TES and reviews and audits conducted by the 
Financial Analysis and Rate Negotiation Service 

10/31/2007

Close inactive records at end of year.

Destroy 5 years after file closure.

Close inactive records at end of calendar 
year.

Destroy 2 years after file closure.

Close inactive records upon filing of final 
invoice or completion or termination of 
the task order or work assignment.

Destroy 6 years and 3 months after final 
payment for the overall contract.

Close inactive records upon filing of final 
invoice or completion or termination of 
the task order or work assignment.

Destroy 6 years and 3 months after final 
payment for the overall contract.

upon completion 

Close inactive records upon completion 
of final invoice for task order or work 
assignment.

Destroy 30 years after file closure.
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and 

2/28/2011

12/31/2010

available to the public for review and, often, public 
comment. Dockets may be related to the 
development of rules and regulations (regulatory 
docket) or made available for other reasons not 
related to rulemaking (general docket).

Regulatory dockets include records relating to 
the development of EPA regulations. Records 
may consist of Federal Register documents (e.g., 
advance notices of proposed rulemaking, 
proposed rules, final rules, and notices of 
availability), background documents (e.g., 
relevant technical documents and information, 

04/30/2012

Close inactive records at end of year.

Destroy 10 years after file closure.

upon issuance or 

Archives in 5 

Close inactive records upon decision to 
not publish or issue.

Destroy 10 years after file closure.

Close inactive records 5 years after last 
activity.

Destroy 5 years after file closure.
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that provide necessary factual background, and 
trip reports), correspondence or meeting 
summaries (e.g., records of communications 
with outside parties containing relevant 
information, lists of participants and summary 
minutes of meetings with external groups, and 
summaries of telephone conversations 
containing relevant information), public hearing 
transcripts and lists of speakers/attendees, 
public comments submitted to EPA and 
responses to public comments documents, 
supporting materials for administrative 
requirements (e.g., materials relating to the 
Regulatory Flexibility Act, Executive Order 
12866, and other relevant statutes, orders, and 
policies), and any other material deemed 
appropriate by the program office.

General dockets contain documents made 
available for public review and, often, 
comments that may not be related to EPA's 
regulations. Dockets may be established for an 
array of non-rulemaking actions. They contain 
materials relating to actions on which EPA is 
required to solicit comment such as proposed 
collections of information under the Paperwork 
Reduction Act, proposed settlements and 
agreements in litigation, draft permits, and 
various types of approvals for state and tribal 
programs. They may also contain materials EPA 
is making available for public inspection, but 
not soliciting comments.

Files include comprehensive indices of all 
materials placed in the Docket.

Excludes: The electronic docket management 
system scheduled as the Federal Docket 
Management System (FDMS), EPA 152.

06/30/2007

upon 

case.

Close inactive records upon 
settlement or closing of case.

Transfer nonelectronic records to the 
National Archives in 5 year blocks 20 
years after file closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1228.270 
or standards applicable at the time. 
Delete EPA reference copy 20 years 
after file closure. If record is 
microform, destroy paper after quality 
assurance is completed.
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02/29/2008

Archives

12/31/2010

records relating to hazardous waste sites at 
federal facilities that have been submitted under 
RCRA or CERCLA for preliminary assessments. 
Specific types of records include correspondence, 
memoranda, meeting notes, work plans, financial 
and technical progress reports, statements of 
work and other site-specific contract 
documentation, hazardous ranking system (HRS) 
packages, national priorities list (NPL) 
determination, preliminary assessments (PA), 
site assessments (SA), sampling and analysis 
data, pollution reports (POLREPs), endangerment 

12/31/2010

upon 

upon 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy is 
successfully transferred to the 
National Archives.

upon 

upon 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy is 
successfully transferred to the 
National Archives.

at issuance of 

Close inactive records at issuance of 
ROD for the site or operable unit and 
appropriate milestones thereafter.

Transfer to the National Archives 5 
years after file closure, with any 
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of 

2/28/2011

(FUDS), also known 

extent of 

04/30/2008

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

upon 

upon 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

Close inactive records when EPA 
concurs with notification of no 
further action from Corps of 
Engineers.

Destroy 20 years after file closure.
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09/30/2007

3/31/2009

and other 

06/30/2007

Plan (NCP) requires EPA to maintain an NCP 
Product Schedule of dispersants and other 
chemical or biological products that may be 
authorized for use on oil discharges. 
Applicants who wish to list their product must 
submit the appropriate technical product data 

05/31/2007 

at end of 

Close inactive records at end of 
reporting period.

Destroy 10 years after file closure.

immediately 

closure.

Close inactive records immediately 
after closeout of the agreement.

Destroy 30 years after file closure.

Close file after completion of the 
study or report or when canceled.

Transfer nonelectronic copies to 
the National Archives in 5 year 
blocks 20 years after file closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external 
finding aids, as specified in 36 CFR 
1228.270 or standards applicable 
at the time. Delete EPA reference 
copy 20 years after file closure.

Close inactive records when 
superseded or obsolete. 

Destroy 10 years after file closure.
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vendor 

contractor 

03/30/2007

Consists of state, local, and regional 
contingency plans for oil removal, providing 
for the coordination of the total response to 
an oil discharge so that contingency 
organizations can function independently, in 
conjunction with each other, or in 
conjunction with the National and Regional 
Response Teams established by the National 
Oil and Hazardous Materials Pollution 
Contingency Plan. Copies are widely 

05/31/2007

upon 

to 

upon 

in 36 

Close inactive records upon 
completion of CE. 

Transfer nonelectronic records to 
the National Archives 14 years 
after file closure. 

Transfer electronic records to the 
National Archives 5 years after 
file closure, with any related 
documentation and external 
finding aids, as specified in 36 
CFR 1228.270 or standards 
applicable at the time. Delete 
EPA reference copy 14 years 
after file closure.

Close inactive records when 
superseded.

Destroy immediately after file 
closure.
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Please 

-2595 

Development, 
07/31/2007

General 

environmental mission activities -
Nonelectronic

environmental mission activities -
Electronic

environmental mission activities -
Electronic copy of records transferred to 
the National Archives

promotional items

04/30/2012

after 

at end of 

Close inactive records when no 
longer needed or obsolete.

Destroy 3 years after file 
closure.

upon 

file 

Close inactive records after 
publication or when document 
becomes obsolete, is 
superseded, or no longer 
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-

04/30/2007

02/29/2008

N1-412-06-14

Close inactive records after 
publication or when document 
becomes obsolete, is 
superseded, or no longer 
needed to support program 
activities.

Destroy 2 years after file 
closure.

after the 

Close inactive records at the 
end of calendar year.

Destroy 2 years after file 
closure.

upon 

file 

transferred 

Close inactive records upon 
decision to not publish the 
regulation, standard, or 
guideline.

Destroy 10 years after file 
closure. If record is microform, 
destroy paper after quality 
assurance is completed.
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PRP, state, federal facilities, other). 
Includes:

Pre-record of decision (ROD) records 
- Examples of specific documents 
include correspondence and 
memoranda, quality assurance 
project plans (QAPPs), 
endangerment assessment, risk 
assessment, health and safety plans, 
potentially responsible party (PRP) 
searches and investigations, projects 
operations plans (POPs), remedial 
investigation (RI) reports, feasibility 
study (FS) reports, proposed plans 
for selected remedial action, and 
applicable or relevant and 
appropriate requirements (ARARs), 
congressional inquiries, community 
relations plans and other site-specific 
public awareness records. Also 
includes a headquarters pre-ROD 
review package, including site-
specific review requirement and 
review.

Post-ROD records - Examples of 
specific documents include 
correspondence and memoranda, the 
ROD, state concurrence letters, ROD 
delegation documents, 
responsiveness summaries, work 
assignments, progress reports, and 
other documents related to the 
remedial design and remedial action 
phases.

relating to emergency, time-critical and 
non-time-critical removal activities 
conducted by EPA and non-EPA lead 
(e.g., PRP, state, federal facilities, 
other) entities in response to an oil spill. 
Specific types of records include 
correspondence, memoranda, work 
plans, financial and technical progress 
reports, sampling and analysis data, 
pollution reports (POLREPs), statements 
of work and other site-specific contract 
documentation.

05/31/2007

-

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully 
transferred to the National 
Archives.

Close inactive records upon 
completion of cost recovery.

Destroy 30 years after file 
closure. If record is 
microform, destroy paper 
after quality assurance is 
complete.
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12/31/2010

and 

04/30/2008

at end 

file 

at end 

file 

Close file upon transfer to 
the National Archives.

Delete after electronic record 
copy is successfully 
transferred to the National 
Archives

Close inactive records when 
corrective action is 
complete.

Destroy 10 years after file 
closure.
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04/30/2013

2/28/2010

action

03/31/2009

Destroy 7 years after file 
closure.

upon 

Close inactive records upon 
completion of primary or 
major data 
review/validation and data 
validation summary reports 
for the sample set.

Destroy 30 years after file 
closure.

upon 
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04/30/2007

supporting files relating to the 
development of special studies and 
surveys produced in house by 
individuals, committees or task 
forces. Examples of such studies 
include topics such as 
environmental levels of toxic 
substances, coastal zone 
management, or economic benefits 

03/30/2007

Close inactive records 
upon remediation 
determination.

Destroy 40 years after file 
closure

date 

Destroy when superseded 
or obsolete.

Close upon completion of 
study.

Destroy 7 years after file 
closure.

Page 15 of 18R10 InfoPage | One EPA Workplace

10/20/2014http://r10napps3.r10.epa.gov:9876/r10/infopage/infopage.nsf/4bb5d2c2196a420e8825650...



as 

and 

-

Nonelectronic

Electronic

Electronic copy of records 
transferred to the National 
Archives

1/31/2011

05/31/2007

03/30/2007

records used by Agency personnel 
in planning, preparing, writing, 
arranging, and conducting training 
programs for EPA and non-EPA 

04/30/2012

at 

Close inactive records at 
end of calendar year.

Destroy 5 years after file 
closure

Close inactive records 
upon completion of 
amendment 
implementation or end of 
year. 

Destroy 5 years after file 
closure.

Close inactive records at 
end of year.

Destroy 10 years after 
file closure.

Close inactive records 
after course or material 
is superseded.
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generated during training 
development phase, training 
workgroup meeting notes, 
correspondence, training 
participation surveys and 
rosters, instructional materials, 
manuals, and other training 
aids.

Excludes: Records for training 
administered by the 
Personnel program scheduled 
as EPA 571.

materials. 
Includes training course plans 
and materials used for 
personnel and management 
training unrelated to the 
environmental missions of the 
Agency.

training materials 
Nonelectronic.
Includes training course plans 
and materials used for 
training in functions or 
activities related to the 
environmental goals of the 
Agency and its programs.

training materials -
Electronic. Includes training 
course plans and materials 
used for training in functions 
or activities related to the 
environmental goals of the 
Agency and its programs.

award. 

02/14/2007

Close file upon transfer 
to the National 
Archives.

Delete after electronic 
record copy is 
successfully transferred 
to the National 
Archives.

Close inactive records 
after rejection or 
withdrawal.

Destroy 3 years after 
file closure.
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-

Records: 

02/12/2007

Close when obsolete, 
superseded or no 
longer needed for 
reference.

Destroy immediately 
after file closure.

Accessibility EPA Locator EPA Home

One EPA Workplace A-Z Index Region 10 Pacific 
Northwest (Internet)
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